
Use Express Import to import records  

1- Save Export.dat file (can be renamed) to the PolarisReports folder on your desktop 

 
 

I would recommend changing your browser setting to be prompted where to save download 

files.  (Otherwise most files default to the downloads folder) 

 

2- Go to Polaris  Client 

Utilities>Importing>Express Import 

 

3- Select your library CatExpress Profile from the list, then click Add 
 

 



 

 

4- Browse to the import file(s) on the computer desktop or network – You may need to 

change the file type to “Data Files (*.dat) 

 

 

 

5- Double click on file or highlight the file and click on Open 

 
 



 

 

 

6- Once the file has been selected in the import file area click on Import 

 
 

 

 

 

 

 

7- An initializing dialog box displays for a few seconds.  

 

 
 

 

 



8- When initializing has completed, another message box appears. 

Your files may be in a pending status for a few minutes before import processing begins. 

Click the refresh icon to update.  Once the status is “completed” you can move on to the 

final step 

 
Double click on the file name for a full list of imported records (OPTIONAL) 

 

 

 
 

** You need to receive all items in Acquisitions before you proceed to 
catalog the items** 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Titles 

Subject/ 

Name 
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9- To quickly add item information go to record sets. 
Cataloging>Record Sets 
All Import Profiles have the name of the bookmobile and CatExpress as the name of the record 
set. (for example Iron CatExpress) 

 
 
11 – Double click on the record set to bring up the titles from that import file 

 



If Acq. Item was created then all you need to do is go to the item.  

CTRL +T or Links>Item Record or use arrow icon 

 

Verify item information – add call# and item barcode. Then click Save. 

 



Once the item is saved you can Check-in the item to trigger holds, etc. 

 

 

 

If the Acq item doesn’t come over, check for duplicate titles  

 
 



Or create a new item and use an item template 

 

 


